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The manager effectively uses a variety of strategies within the problem- 
solving process to design and establish accounting procedures. 
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I DUTY G: COMMUNICATE IN BUSINESS 1 


Communicate with customers, clients, and associates 
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Develop liaisons with organizations and community 
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| Provide employee communications system that encourages loyalty and teamwork 
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Analyze data such as sales returns and allowances, purchase returns and allowances, sales and purchase discounts 


Select accounting system 


Contract for accounting and tax services | 


Establish accounting procedures 


Record basic accounting entries 


Manage accounts payable and accounts receivable 


Prepare financial statements 


Prepare payroll and tax reports 


Prepare bank deposit 


Reconcile bank statements 


Maintain records of cash received and disbursed 


Analyze and input transactions utilizing automated accounting software 


Plan, direct, and participate in meetings and conferences 


Utilize electronic communications and telecommunications, such as e-mail, fax 


Give oral presentations, formally and informally 


Interpret verbal and non-verbal communication 


Interpret tables, graphs, and charts to gain information 


Use listening skills 


Communicate technical terms to clients 


Communicate by telephone to convey and receive information 


Compose correspondence and reports 


Represent business in community organizations and activities 


Disseminate company information, such as brochures, news releases 


Prepare public relations strategy 


Define areas of responsibility 


Delegate authority 


| Provide performance feedback 


Arbitrate disagreements 


Implement communications structure within the business 
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DUTY K: WORKPLACE BEHAVIORS 


Work ethics 
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Interpersonal Relationships 
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Prepare, read, and interpret charts and graphs I 


Compute markup and percentage of increase or decrease 


Compute inventory available/needed and maintain records 


Compute and evaluate quantity standards 


Compute profit/loss margins 


Estimate costs 


Calculate and determine pricing methods 


Analyze forecasts 


Implement responsibility of job position including exhibiting dependability and meeting organizationally-defined 
expectations 


Adhere to company rules, regulations, and policies as established 


Understand and practice cost effectiveness 


Practice time management and follow work schedule 


Assume responsibility for own decisions and actions 


Exhibit pride 


Display initiative in undertaking new tasks 


Show assertiveness appropriate to the situation 


Seek work challenges 


Understand and apply ethical principles to decision making 


Exhibit ability to handle stress 


Understand the importance of providing good customer service (internal and external) 


Participate in meetings in a positive and constructive manner 


Maintain state-of-the-art skills through participation in in-service or other training 


Participate in continuing education 


Respect individual diversity 


Respond to praise or criticism 


Provide constructive criticism or praise 


Channel and control emotional reactions 


Resolve conflicts 


| Display a positive attitude 


| Teamwork 


Understand interactive relationships required for effective teamwork 
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Solving Problems and Critical Thinking 
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Understand team’s operating procedures 


Adapt as necessary to complete the team task 


Evaluate outcomes 


Employ appropriate skills for gathering and retaining information 


Interpret written, graphic, and oral instructions 


Identify problems 


Clarify individual and company purposes and goals 


Identify available solutions and their impact including evaluating credibility of information, and locating information 


Evaluate options 


Set priorities 


Select/implement options/decisions including predicting results of proposed action 


Organize personal workloads 


Participate in brainstorming sessions to generate new ideas and solve problems 






(N 


ro 


XT 






<N 


rn 




to 


no 


r- 


oc 


On 


o 






rri 


ro 


ro 


I 

KJi 






























£ 


£ 








u 


u 










1 

u 




cv 

CO 



CO 



A-8 



<^=9 






co 



oo 

CO 




A-9 



l 1 


70 


50 


34 


50 


34 


38 | 


42 


45 


42 


oc 


22 


73 


o 


22 


oo 


50 


Ij i 
© £= 


30 


50 


99 


50 


99 


62 I 


58 


55 


58 


05 


78 


27 




78 


On 


50 


•"V..,. : 

it 

M 

m 

- 

l| 

1^1 t[ •/ 

Sip 


1 . Accounting/Payroll software 


2. Calendaring/Scheduling software 


3. Database 


4. Desktop Publishing 


5. Electronic Communication 


6. Forms Design 


7. Graphics 


8. Network 


9. Personal Information Management 


| 10. Project Management | 


1 1 . Spreadsheet 


12. Video Communication 


| 13. Word Processing | 


14. Customized software 


15. Utility software 


16. Internet Access 
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Develop a comprehensive business plan 


Select products and/or services to be provided 


Analyze competition i 


Develop a customer profile 


Estimate start-up costs 


Identify profit margins for products or services 


Select business site or location 


Estimate inventory needs and their costs 


Determine personnel needs and other business activities and costs 


Develop tax strategies 


Develop strategic plans 


Forecast sales or revenue 


Estimate expenses 


Determine supply and service needs and their costs 


Conduct on-going market analysis 


Identify and evaluate potential market for products or services 


Locate sources for funding 


Develop company goals, policies, and procedures 


Establish company goals, policies, and procedures 


Prepare a statement of purpose 
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Develop a system for organizing work 


Develop a plan for labor needs 


Establish work flow 


Prepare an organization chart 
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Develop a staffing plan 


Prepare job descriptions 


Develop personnel policies and procedures 


Develop and update procedures manual 


Develop personnel policy handbook 


Adhere to applicable labor regulations and personnel practices 


Administer salary and fringe benefit system 


Fill job openings 


Develop employee recruitment system 


| Recruit personnel 


Maintain file of job openings 


Publicize job openings 


Interview prospective employees 


Select and place new employees 


Provide training for employees 


Identify employee training needs 


Develop employee orientation program 


Conduct new employee orientation 


Coordinate and conduct employee continuing education program 


Schedule jobs and assign work to employees 


Establish work priorities 


Schedule and monitor jobs 


Determine workload distribution schedule 


Assign work to employees 


Coordinate duties with other employees/departments | 


Prepare vacation schedule 


Evaluate employee performance 


Establish employee performance standards 


Conduct employee performance evaluations 


Administer counseling and disciplinary action 


Review employee attendance records | 


Set up grievance system 


Dismiss employees | 


Maintain employee records 


Maintain employee attendance records 1 


Maintain personnel files 
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Plan and maintain facility 


Plan physical layout of business 


Organize work stations and space 


Provide for physical plant maintenance 


Establish and maintain facility security 


Establish emergency procedures 


Arrange for housekeeping and sanitation 


Purchase and maintain equipment 


Provide for equipment maintenance 


Purchase/lease equipment, furniture, and accessories 


Negotiate service and maintenance contracts 


Prepare cost justification for equipment 


Select and manage computer hardware and software 


Select appropriate computer hardware and software 


Maintain software inventory and licensure 


Manage use of computer system j 


Troubleshoot for hardware malfunctions 


Establish and monitor standards 


Establish quality standards 


Establish quantity standards 


Establish quality control standards 


Control quantity standards 


Manage inventory 


Provide for accurate inventory control 


Maintain inventory control records 


Locate, evaluate, and select suppliers 


Establish purchasing procedures and policies 


Develop operating procedures 


Set and maintain schedules 


Monitor work flow 


Provide for packaging of product 


Provide for shipping/transporting product 
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[ Develop sales/marketing strategies 


| Analyze merchandising methods 


Establish sales/marketing goals 


Utilize professional selling techniques that meet customer needs 


| Establish pricing methods/policies 


Analyze forecasts to determine market trends 


Develop customer relations policies 


Develop policy for handling customer requests and/or complaints 


Establish sales policies, such as credit, layaways, returns, etc. 


Monitor customer service 


Evaluate and monitor customer satisfaction 


Plan strategy for the promotion of products and services 


Establish advertising budget and plan 


Oversee advertising and promotional plans 


Evaluate advertising and promotional plans 


Create product displays 


Evaluate product displays 


Conduct market tests for products 


Prepare sales demonstrations | 


Manage financial resources 


Analyze budgets, financial statements, and materials on a 
continuing basis 


Analyze and interpret financial statements 


Operate within annual budget 


Manage the cash flow of the business 


Read, interpret, and use charts and graphs | 


Prepare financial forecasts 


Analyze and distribute departmental charges 


Identify and explain abnormal gains or losses 


Approve bill/invoice for payment 


Prepare an annual budget 


Prepare and update plant asset records 
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TASK 


Analyze data such as sales returns and allowances, purchase 
returns and allowances, sales and purchase discounts 


Provide for accounting services 


Select accounting system 


Contract for accounting and tax services 


Establish accounting procedures 


Operate accounting systems 


Record basic accounting entries 


Manage accounts payable and accounts receivable 


Prepare financial statements 


Prepare payroll and tax reports 


Prepare bank deposit 


Reconcile bank statements 


Maintain records of cash received and disbursed 


Analyze and input transactions utilizing automated accounting 
software 


Communicate with customers, clients, and associates 


Plan, direct, and participate in meetings and conferences 


Utilize electronic communications and telecommunications, such 
as e-mail, fax 


Give oral presentations, formally and informally 


Interpret verbal and non-verbal communication 


Interpret tables, graphs, and charts to gain information 


Use listening skills 


Communicate technical terms to clients 


Communicate by telephone to convey and receive information 


Compose correspondence and reports 


Develop liaisons with organizations and community 


Represent business in community organizations and activities 


Disseminate company information, such as brochures, news 
releases 


Prepare public relations strategy 


Provide employee communications system that encourages 
loyalty and teamwork 
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TASK 


Define areas of responsibility 


| Delegate authority 


Provide performance feedback 


Arbitrate disagreements 


| Implement communications structure with the business 


\ Complete administrative tasks 


Establish and maintain a records management system 


Maintain mailing list 


| Maintain appointment calendar 


Plan travel and transportation for business trips 


Prioritize tasks and own work 


Format, key, and edit business documents using word processing 
software 


Create worksheets and graphs using spreadsheet software 


Prepare documents for ISO 9000 certification 


Comply with business laws, regulations, and legal procedures 


Determine licensing requirements 


Secure required licenses 


Retain professional legal advisor 


Develop procedures to retain records 


Adhere to labor regulations 


Manage contracts and other legal documents 


Develop and implement procedures for legal review of 
documents 


Comprehend and evaluate contracts 


Monitor and fulfill contractual obligations 


Obtain insurance programs to cope with risks 


Provide secure, safe, and healthy environment 


Report accidents occurring on premises 


Handle reports of thefts 


Establish and maintain safety program 
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TASK 


Establish and maintain disaster emergency procedures (fire, 
tornado) 


Establish and maintain facility security 


Comply with occupational health and safety practices and 
regulations 


Compute data for business 


Compute data for estimating and forecasting expenses and 
income 


Complete and verify accounting records 


Compute data and verify payroll and tax records 


Prepare and analyze budgets 


Prepare, read, and interpret charts and graphs 


Compute markup and percentage of increase or decrease 


Compute inventory available/needed and maintain records 


Compute and evaluate quantity standards 


Compute profit loss margins 1 


Estimate costs 


Calculate and determine pricing methods 


Analyze forecasts 


Work ethics 


Implement responsibility of job position including exhibiting 
dependability and meeting organizationally-defined expectations 


Adhere to company rules, regulations, and policies as established 


Understand and practice cost effectiveness 


Practice time management and follow work schedule 


Assume responsibility for own decisions and actions 


Exhibit pride 


Display initiative in undertaking new tasks 


Show assertiveness appropriate to the situation 


Seek work challenges 


Understand and apply ethical principles to decision making 
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Exhibit ability to handle stress 


Understand the importance of providing good customer service 
(internal and external) 


Participate in meetings in a positive and constructive manner 


Maintain state-of-the-art skills through participation in in-service 
or other training 


Participate in continuing education 


Interpersonal relationships 


Respect individual diversity 


Respond to praise or criticism 


| Provide constructive criticism or praise 


Channel and control emotional reactions 


Resolve conflicts 


Display a positive attitude 


Teamwork 


Understand interactive relationships required for effective 
teamwork 


Understand team’s operating procedures 


Adapt as necessary to complete the team task 


Evaluate outcomes 


Solving problems and critical thinking 


Employ appropriate skills for gathering and retaining information 


Interpret written, graphic, and oral instructions 


Identify problems 


Clarify individual and company purposes and goals 


Identify available solutions and their impact including evaluating 
credibility of information and locating information 


Evaluate options 


Set priorities 


Select/implement options/decisions including predicting results 
of proposed action 


Organize personal workloads 


Participate in brainstorming sessions to generate new ideas and 
solve problems 
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